City of Fresno V82

CONVENTION CENTER DIRECTOR

Class Definition

Under adminigrative direction, plans, organizes, and directs the activities of the Convention Center Department.

Distinguishing Characteristics

The Convention Center Director directsthe activities of the Convention Center, amulti-purpose, multi-structure facility
capable of hogting awide variety of events and activities, and must develop and maintain extensive contact with patrons
and licensees. Theincumbent isa o responsiblefor the administration of an agreement with the Fresno City and County
Convention and Vidgtors Bureau (non-profit organization that promotes the City, its facilities, and atributes as a
convention, amateur athletic meeting, and vistors site). This class is diginguished from Convention Center
Adminigration Manager and Convention Center Operations Manager in that incumbents of the latter are responsible
for the day-to-day activities of ether the business and administrative or operations and maintenance functions. Thisis
an unclassfied pogition in which the incumbent serves at the will of the City Manager.

Typical Tasks
(The incumbent may not be assigned dl duties listed, nor do the examples cover dl duties which may be assgned.)
Plans, organizes and directs activities of the Convention Center Department.

Deveops and establishes departmental policies and coordinates the work necessary to implement and carry out
established policies.

Organizes and controls bookings for the use of the Convention Center and supervises the preparation and execution of
contracts, billings, and collections.

Prepares and administers the department's annual budget.

Promotes the variousfacilities of the Convention Center which are available for conventions, amateur athletic meetings,
gpecid events, commercid and non-commercid events and programs.

Worksin close cooperation with the Fresno City Convention and Visitors Bureau Executive Director.

Oversees renta agreement negotiations, issuance of permits, enforcement of pertinent regulations and agreements, and
pre-use planning between event promoters, City staff, and concessionaires.

Performs related duties as required.
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Knowledge, Abilities, and Skills

Knowledge of public or private theetrica or convention center facilities, and their utilization by potentid users.
Knowledge of modern convention center event staging, operation and building maintenance.
Knowledge of the Municipa Code and OSHA rules and regulations pertaining to public assembly and safety.

Knowledge of the principles and practices of effective employee supervison, including sdection, training, work
evaduation and discipline.

Knowledge of the principles and procedures of municipa budget preparation and administration.

Ability to plan, organize and direct the work of subordinate staff.

Ability to prepare and interpret the contractud agreements relating to the use of the Convention Center's facilities.
Ability to dedl tactfully with potentia and regular users of the facilities.

Ability to prepare clear, concise and comprehensive reports, records, correspondence and other written materias.
Ability to make clear and persuasive ord presentations.

Ability to promote productive working relationships among employees and to establish and maintain good working
relationships with employees, customers, and the generd public.

Minimum Qualifications

Graduation from an accredited college or university with a Bachelor's Degree with mgor course work in business or
public adminigration or related field; and five years of experience in managing a multi-purpose, multi-sructure facility
preferably a convention center, in the capacity of Director, Assstant Director or a Divison head position. Additiond
quaifying experience may be subgtituted for the education on a year-for-year basis.
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